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writer  has  endeavored  to  present  a  cross-section  of 
school  forms  and  some  administrative  practices  in  smaller 
schools  of  the  Middle  '"est.  If  even  one  form  is  of  some 
help  in  the  many  duties  which  a  principal  is  called  upon  to 
perform*  the  work  will  not  have  been  in  vain.  The  writer 
wishes  to  give  grateful  acknowledgment  to  Dr.  C.  V.  Williams* 
Professor  of  Vocational  Education*  Kansas  State  College *   for 
his  timely  suggestions  and  other  assistance »  and  to  the 
many  school  principals  and  superintendents  who  aided  him  in 
his  work. 


REASOHS  FOR  MAKING  STUDY 


The  writer*  in  common  with  many  other  teachers  who  are 
embarking  upon  administrative  duties  for  the  first  time* 
found  It  necessary  to  have  more  complete  information  re- 
garding forms  and  practices  which  might  be  used  to  the  best 
advantage  in  running  a  school*  So  many  problems  present 
themselves  to  a  new  principal  that  he  feels  the  need  of  the 
experience  that  is  to  be  gained  by  learning  of  the  methods 


used  by  others  In  handling  a  school  situation.  Iftstakaa 

be  avoided  and  tine  saved  by  taking  advantage  ot  the  devices 

that  are  already  in  use. 

A  principal  In  usually  limited  in  his  own  work  by  know- 
ing only  of  the  practices  in  his  own  locality.  By  gathering 
data  from  other  parts  of  his  own  state  and  by  securing  in- 
formation from  other  stato3,  the  administrator  is  enabled  to 
secure  much  data  which  is  highly  useful  to  him  in  handliag 
his  own  30b  and  in  meeting  new  situations  that  arise  fro» 

time  to  time. 

ery  ateinlstrator  is  confronted  by  the  necessity  of 
wetting  up  •  series  of  school  forms  that  will  aid  in  the 
proper  administration  of  the  school  as  well  aa  give  the 
needed  records  that  must  be  kept  in  every  school. 


HHIQTJE  U3SD 


With  sueh  a  need  in  mind  questionnaires  were  sent  to 
thirty-five  superintendents  in  seven  states  asking  them  to 
•end  samples  of  such  forms  as  they  bed  found  especially 
helpful  in  their  work.  Questionnaires  were  sent  to  Kansas, 
Colorado,  Hebraske#  Missouri,  Oklahoma,  Minnesota,  and  Ohio. 
The  three  largest  cities  were  7,000,  5,000,  and  4,000 
respectively.  All  schools  in  Kansas  and  Bebraaka  were  under 


800  In  population*      Is  from  Minnesota  had  slightly  more 
than  100  pupils  enrolled  In  the  high  school,  Colorado 

ools  had  from  seven  to  ten  teachers  in  the  high  school. 
The  methods  used  were  surprisingly  uniform  with  little 
difference  between  large  and  small  schools.  Twenty-eight 
replies  wears  received  and  the  fortis  herein  presented  were 
selected  from  these  letters, 

Curricular  Forms 


;.  The  first  form  that  comes  to  one's  atten- 
tion is  the  enrollment  card.  The  cards  all  showed  the 


essential  detail  Including  name#  address  for  both  pupil  and 
parent,  telephone  number •  age  of  pupil*  year  in  school*  and 
subjects  to  bs  taken  in  the  coming  year*  The  use  of  the 
enrollment  card  is  almost  universal  as  only  three  made  the 
enrollment  on  the  permanent  record*  three  did  not  answer* 
and  twenty- two  used  the  regular  enrollment  card.  The  forms 
of  some  typical  enrollment  cards  follow.   Figure  1  is  a  card 
that  carries  a  wealth  of  worthwhile  information  especially 
in  the  matter  of  transportation  to  school  and  work  done 


outside.  Since  it  coiaas  from  the  largest  system  studied,  it 
might  be  needed  more  then  in  e  email  system  where  the  contact 
between  school  and  pupil  is  more  intimate. 

The  next  card,  Figure  2,  Is  included  because  it  com- 
bines several  features  not  found  on  the  other  card.  It  Is 
compact  for  filing,  a  different  color  Is  used  tor   each  class 
in  high  school,  and  it  contains  a  blank  for  the  student's 
home  district — an  essential  feature  in  Kansas  where  the 
tuition  laws  in  tuition  counties  make  it  necessary  to  have 
3ueh  information  for  tuition  claims. 
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The  enroll  mint  blank  shown  in  Figure  3  coneiste  of  too 
ports  which  ere  perforated  to  allow  tho  pupil  to  tako  the 
right  hand  port  for  hie  copy  (shown  below  the  main  pert). 

Other  cards  ahowe*  hone  room  prograow*  extracurricular 
activities,  student* a  occupational  Inclinations*  and  infor- 
mation ee  to  vaccinations*  Inoculations*  and  tho  like.  One 
card  gave  the  nana  of  the  family  physician.  The  birthplace 
of  both  father  and  mother  wee  aeked  for  In  one  inetenee. 

Subject  Cards.  When  the  student  bee  been  enrolled*  he 
can  be  given  e  subject  card,  Figure  4*  to  tako  to  his 

nent  roll.  The  feet  that  only  one  school  sent  such  e  blank 
any  or  nay  not  indicate  that  snoot  smaller  schools  do  net 
find  It  necessary  to  nee  It. 


Subject  Card 
Oradee  10  to  12  inclusive 

will  fill  out  one 
st  and  present  to 


of  subject 


.est. 


Instructor. 

?o  be  inspected  by  enroUnent 
initialed. 
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Census  Cards.  In  addition  to  school  enrollment,  a 
school  census  is  taken  annually  and  two  schools  sent  saiaples 
of  a  permanent  census  card  to  be  filled  out  by  the  parents* 
A  card  would  only  have  tc  be  fined  out  once  during  the 
school  life  of  each  child.  Figures  5  and  6  are  examples  of 
these  cards. 


Permanent  Census  Card 


Al 


lg  Colorado,  Public  Schools 

. Sex_ 

(Last  name  first] 
Place  of  Birth 


Date  of  Birth 

.  onth 

School  arade  Last  Attended 


a- 


Year 


liativity  of  Parenta_ 
■•aidenee  


Father 


ler 


Date  of  filing  this  card 


Figure  5 


Ramos  of  Children 


Census  Card 
of  Parent  or  Guardian 


felts 


Colored 


"nlo 


Bonthl  1*7 


Baieof  Mrih 


Tear" 


Figure  6 


Recording  Absences.  As  soon  ss  school  starts*  the 
question  of  recording  absences  must  be  mot.  Thirteen 
schools  recorded  absences  in  classroom  alone,  five  in  horns 
i,  and  the  rest  did  the  work  In  both  home  room  and  class- 
Two  recorded  absences  in  assembly  which  is  a  type  of 
for  that  school.  The  usual  form  for  collecting 
is  shown  in  Figure  8.  Three  schools  posted  these 
absences  outside  the  class  door  where  they  were  collected. 
In  six  esses  the  teachers  brought  the  sheets  to  the  office 
at  the  end  of  the  day,  and  two  schools  had  teachers  record 
absences  on  a  main  absence  sheet  in  the  office  at  the  end 
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of  the  day.  One  such  sheet  Is  shown  in  Figure  7.  The 
teacher  puts  an  "X"  over  the  hour  that  the  pupil  was  absent 
in  her  class.  Its  advantage  In  a  small  system  is  that  it 
readily  assembles  all  the  data  on  one  sheet  for  quick  record- 
ing in  the  permanent  record.  The  copies  of  this  sheet  are 
mimeographed. 


High  Sehool  Roll 


AbeUjTclarence  12  3  4  5  6 
Abell,  Olenn  12  3  4  5  6 
Bacon,  Ray  12  3  4  5  6 
Bigelow,  Charles  12  3  4  5  6 
Brown*  Lawrence  12  3  4  5  6 


Girls 
Baeon,  Florence  12  3  4  5  6 
Bonar,  Christine  12  3  4  5  6 
Bone*  aien  Mae  12  3  4  5  6 
Bowling,  Fern  12  3  4  5  6 
Bowling,  Veralee  12  3  4  5  6 


Sehults,  Sorman  12  3  4  5  6    wMte,  Helen    12  3  4  5  6 

Faculty  please  check 
Mr.  "Ifarphy 


Figure  7 


One  school  has  teacher  fill  out  absences  in  permanent 
register.  One  wonders  how  the  teachers  are  checked  so  that 
the  principal  knows  that  the  absences  are  all  recorded.  In 
sixteen  schools  the  principal  recorded  the  absences  in  the 
permanent  record.  Six  had  office  girls,  two  had  teachers  do 
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the  work*  end  on©  had  the  work  dona  by  a  student  • 
to  da  thla  aork  without  error* 


Daily  import  of  Absentees 
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Teacher's  Daily  Report.  The  throe  following  examples 
give  special  sheets  for  the  teacher's  dally  report  to  the 
principal' 3  office.  The  first  la  especially  not  sew  thy 
(Figure  10).  It  gives  30  many  angles  of  the  teacher's  day 
that  it  cannot  help  being  a  big  aid  to  the  problems  of  super- 
vision. Not  only  Is  the  regular  space  given  for  absences 
but  there  is  also  a  space  for  the  daily  failures.  3ote  the 
special  column  at  the  bottom  of  the  page  for  the  teacher's 
problem,  her  extracurricular  work,  examinations  given, 
supplies  needed*  suggestions  for  school  betterment,  cases  of 
discipline,  and  visitors.  On  the  opposite  side  of  the  sheet 
are  found  spaces  for  the  daily  lesson  plans  and  assignments. 
If  this  were  checked  against  the  weekly  plans  as  indicated 
it  would  be  quite  a  help  to  the  young  and  inexperienced 
teacher.  The  next  two  sheets,  Figures  11  and  12,  are  summa- 
ries of  the  day's  absences  for  the  principal's  desk.  In  the 
third  case,  Figure  12,  this  sheet  is  prepared  by  a  monitor 
for  the  principal. 

The  second  sheet  is  used  where  lunches  are  served  frost 
a  school  cafeteria.  The  unusual  feature  is  the  log  of  the 
day's  happenings  that  are  jotted  down  by  the  principal  after 
the  day's  susmsm'^i  Is  completed. 


3 

o 


a 


Q 


a; 


a 


<DP.OgO 
*  *       Of 

OO^BOO 

a  oh  ©  m  +> 

•r?*-)  p,  fee  e8  *i 

CO  CO  CO  05  Cm  S> 


o  ®  p 

SB 
I  I 

I    I  r-> 

o  c  ^ 

:fl 

111 

!*  o  o 


15 


:  ;cr;:.:i~£.  Afflg  't 


■•narks: 


Figaro  11 


Reentry  Slipa.  The  next  question  ia  whether  the  fre- 
quent absence  of  the  pupil  Is  taken  tip  with  the  parent. 
Twenty-one  answered  In  the  affirmative*  five  in  the  negative, 
and  two  did  it  infreoja*ntly.  One  principal  noted  the  fact 
that  sueh  absences  were  taken  up  by  telephone.  Many  princi- 
pals have  to  use  party  lines.  In  that  case  the  phone  might 
not  be  the  best  method  to  call  the  parent's  attention  to 
the  pupil's  ahortcowlngs.  The  Method  is  taken  up  more  fully 
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In  the  poor  work  reports  sent  out  by  »o  many  sehools  since 
nk  of  attendance  ie  so  often  linked  with  poor  scholarship. 
I  pewits  to  reenter  school,  the  use  of  slips  frssi 
the  office  is  almost  universal*  ^hree  sehools  did  not  re- 
quire slips,  Twelve  mentioned  the  writing  of  3lips  by 
parents ,  and  twelve  others  who  issue  slips  frost  %he  office 
nay  require  parental  exeuses.  Two  schools  required  doctor's 
certificates  after  two  and  three  days  absence  respectively. 
The  writer  has  had  rather  sod  experience  with  slips  frost 
parents.  In  many  oases  the  notes  were  forged  and  the  parents 
upheld  these  pupils  in  the  forgeries.  Of  course  the  princi- 
pal know*  the  pupils  whose  absence  is  unneeeesar;/  but  the 
proof  of  guilt  is  often  lacking.  Saall  cownrmltles  seem* 
in  many  cases,  to  hold  on  absence  lightly  and  do  not  see  any 
harm  in  ^^"e  ***  pupils  out  of  school  on  the  slightest 
pretext.  Beys  who  work  do  not  hesitate  to  put  the  job  above 
the  school  if  one  mast  be  given  precedence.  A  number  of 
absence  slips  are  illustrated  on  the  following  pages. 
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Blank  for  Sxcuse 

This  form  should  b©  used  for  all  excuses.  Blank*  »ay  bo 
obtained  from  the  teacher.  The  excuse  should  be  in  the 
hands  of  the  teacher  within  twenty-four  hours  froia  the 
time  when  the  absence  or  tardiness  occurs.  Parents  are 
required  to  furnish  the  following  information: 

Bame  of  pupil • 

las  the  pupil  absent  or  tardy? 

Date  for  which  pupil  is  to  be  excused........ 

Is  the  excuse  for  forenoon,  afternoon,  or  both? 

Please  state  briefly  the  eause  of  absence  or  tardiness 

.Parent  or  Guardian 

Irregular  attendance  greatly  retards  the  progress  of  the 
pupil  and  the  sehool.  For  this  reason  parents  are  re- 
quested to  secure  the  prompt  and  regular  attendance  of 
their  children  at  all  the  sessions  of  the  school.  The 
cordial  cooperation  of  parents  in  this  matter  will  be 
appreciated. 

.Supt •  of  Schools 
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The  form  in  Figure  13  gives  the  office  as  well  as  the 
teacher  a  slip  record.  Teachers  must  sign  and  the  slip  has 
to  be  returned.  A  yellow  slip  shows  that  the  absence  is  not 
excused.  The  next  slip,  Figure  14 ,  is  the  one  in  most 
common  use,  of  course  with  slight  variations* 

Figure  15  is  a  tardy  slip  and  the  one  following  it, 
Figure  16,  is  a  slip  for  the  parents  to  sign  before  the 
absence  occurs.  The  chance  for  dishonesty  in  such  a  slip 
cannot  be  overlooked. 


Hevada  High  School 
Petition  for  Adndt  When  Tardy 

Franklin  said  to  a  servant  who  was  always  late,  but  always 
ready  with  an  excuse,  "I  ha ve  generally  found  that  the  raan 
who  is  good  at  an  excuse  Is  good  for  nothing  else." 

Instructions  to  Student 

1*  Carefully  fill  out  this  sheet  with  ink  and  be  seated 
until  the  clerk  has  an  opportunity  to  consider  your  ease* 
Do  not  talk  while  waiting* 

2*  This  sheet  cast  be  signed  by  the  teacher  of  the  class 
to  which  tardy*  your  hoiae  room  teacher  and  your  parents  or 
tho  person  responsible  for  your  attendance,  i  forged  signa- 
ture will  result  in  a  severe  discipline  case. 

5.  After  all  required  signatures  have  been  obtained, 
this  sheet  oast  be  returned  to  the  office.  Student  will  not 
be  admitted  on  day  following  tardiness  unless  this  sheet  baa 
been  properly  signed  and  returned* 


;ate 


of  Student^ 
Address 


Grade 


Distance  to  School 


Time  of  Arrival 


jal  number  of  Tardies  this  yr. 

"(To  be  filled  out  by  clork) 


Reason  for  tardiness  (Be  specific  and  definite) 


Please  admit  this  student  to  class  at 

tardiness  as  excused  unexeused: 
Signature  of: 

Principal ^Claso  Teacher 


and  record  this 


Parent  or  Guardian 


Home  Rm*  Teacher 


(Con*t.  on  next  page) 


Important  Information  for  Student  and  Parents 

Probably  the  place  where  punctuality  Is  most  readily  seen  to 
be  of  importance  in  a  dollars  and  cents  way  is  in  business; 
however*  a  habit  formed  in  earlier  years  will  often  persist 
in  later  years — watch  it!  If  you  apply  for  a  position  in 
the  business  world  and  tell  the  manager  you  will  be  at  his 
office  at  eight  to  tall:  ovor  agreements  and  you  come  about 
five  minutes  after  eight*  do  you  think  there  would  be  the 
least  hope  of  your  getting  the  position?  How  do  you  feel  if 
you  make  an  engagement  with  some  one  and  have  to  wait?  Is 
this  sensation  pleasant?  Competition  is  keen  in  the  business 
world  today.  The  man  or  woman  who  cannot  be  depended  on 
most  lose  his  or  her  job  to  the  one  who  has  formed  habits  of 
punctuality.  Which  will  you  be?  Habits  foraod  in  Hevada 
High  School  will  make  or  mar  your  future. 

Figure  17 


17  is  decidedly  unusual.  It  might  stir  parents 
out  of  the  complacent  attitude  that  it  does  not  matter 
whether  the  student  is  absent  or  not.  That  is,  providing 
the  sheet  reached  the  parent.  The  majority  of  students  is 
honest  but  the  few  who  are  habitually  absent  are  often  not. 
Work  Lmke-up.  After  the  pupil  is  back  In  school,  the 
question  of  making  up  work  is  the  next  problem.  Two  make-up 
sllp3  are  shown.  The  first*  Figure  18*  was  duplicated  in 
seven  schools*  The  color  is  white  if  the  absence  is  excused 
and  pink  if  the  absence  is  not  excused.  The  part  of  the 
slip  shown  below  the  main  part  can  be  torn  off  and  retained 
in  the  office.  The  second  slip*  Figure  19*  is  smaller  ami 
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TSSa 


Harmony  Public  Schools 

Batee-up  Slip 

MM 


199 


has  brought  a  satisfactory- 
excuse  for  absence  on 

jt.M.-P.M.  and  nay  make  up  the  work 
missed* 


Subject 


1 
2" 
3* 
4" 


Date 


1 


MgPMCf 


#.  S.  Principal 
E.B.  All  work  oust  be  made  up  or  arrangements  made  for 
neke-op  within  one  week  fron  date  of  returning  after 
absence. 


Figure  19 


scarcely  gives  room  for  a  ©apprehensive  report  by  the 
teacher.  It  is  doubtful  if  such  definite  information  Is 
necessary. 

Absence  Limitation.  SB  only  seven  cases  was  there  a 
limit  on  the  number  of  absences.  In  the  average  Kansas 
community,  at  least*  the  parent  regards  the  attesnpt  of  a 
principal  to  force  regular  attendance  as  Impertinent.  Is  he 
not  a  taxpayer  *  and  if  it  were  not  for  him  where  would  the 
principal  be?  The  majority  of  parents  supports  the  princi- 
pal* but  not  the  parent  of  the  delinquent.  It  is  a  sad  fact 
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that  the  amount  of  effort  necessary  to  "get  by"  in  our 
schools  is  negligible.  Is  this  not  due  to  tho  fact  that  we 
have  so  many  who  cannot  do  good  work  the*  ws  have  lowered 
our  standards  to  ii3diocritt 

When  schools  were  asked  how  they  limited  absence,  the 
answers  were  varied.  One  school  reduced  grades.  Another 
reduced  the  grade  two  to  four  per  cent  unless  f.ie  work  was 
mads  up  within  two  days.  A  third  reduced  grades  and  lira! tod 
extracurricular  activity.  One,  where  attendance  is  com- 
pulsory, sent  the  truancy  officer,  leap  of  us  have  doubt- 
loss  longed  for  this  last  weapon.  One  principal  stated  that 
there  was  no  absence  allowed  except  for  sickness.  This 
should  be  the  case  everywhere  but  it  is  impossible  to  real- 
ize in  most  communities. 

Checking  Failures.  Failures  in  work  are  reported  to 
the  office  in  marly  all  instances,  although  throe  schools 
reported  that  there  was  no  specified  time  when  they  should 
be  reported.  Twelve  checked  these  999irj  six  weeks,  six 
looked  up  failures  weekly,  and  two  checked  poor  work  twice 
a  quarter.  Individual  u  iswewi  gave  the  time  as,  "whoa  they 
occur,  monthly,  every  nine  weeks,  every  five  weeks,  and 
every  three  weeks".  Ithlot/osl  had  to  be  cheeked  weekly. 

wtom  asked  bow  failures  wore  checked,  the  principals 
gave  a  multitude  of  answers.  Six  did  not  answer  this 


question.  JIt©  used  failure  slips,  one  took  failures  from 
grade  cards,  three  merely  stated  that  the  superintendent 
cheeked  the  number*  and  six  had  teachers  make  report  lists 
to  be.  handed  in.  The  home  room  temeher  checked  all  failures 
in  one  3ysten.   .hat  a  fine  opportunity  for  the  home  room 
teacher  who  really  is  vitally  interested  in  the  work  of 
:se  in  her  home  roo:  .    e  association  should  be  ouch 
closer  with  the  home  room  teacher  and  pupil  then  with  the 
principal  and  the  result  should  be  better*  One  principal 
reported  close  personal  attention*  one  handled  failures  in 
faculty  meeting,  and  two  executives  depended  upon  the  oral 
complaint  of  teachers.  One  school  reported  that  a  letter 
wee  sent  to  parents. 

Probably  more  important  than  the  checking  of  failuree 
Is  the  follow-up  with  the  parent.  Tare*  schools  did  not 
take  up  poor  work  with  the  parent.  Six  sent  letters*  five 
mailed  notification  slips,  five  gave  no   explanation  of 
method,  one  reported  that  there  wee  no  regular  method  em- 
ployed, and  one  principal  stated  that  a  few  were  taken  up  by 

j.t  that  there  was  no  fund  avails.     I  nail  out  ■ 
ports.  Q-aa   school  hae  the  teacher  call  on  the  parent  per- 
sonally. This  night  offer  some  difficulties  where  the 
district  had  many  rural  pupils,  but  the  parent- teaeher  con- 
tact should  be  fine.  Probably  visits  should  be  made  before 


trouble  develops  so  that  the  parent  will  have  a  friendly 
attitude  toward  the  teacher  when  poor  work  shows  up.  One 
school  usee  the  phone  plus  a  form.  Another  merely  stated 
that  the  teacher  does  the  work  without  indicating  the  method. 
One  principal  checks  low  grades  through  the  Parent-Teaeher 
Association.  There  were  three  rather  vague  answers  as  to 
method.  Some  of  the  report  sheets  sent  to  the  office  are 
illustrated  in  Figures  20  to  29.  They  are  quite  good  and 
are  very  eoaprahenaive.  The  first  is  a  report  of  honor 
students  (Figure  20). 


-Honor  Roll  Report- 

Six-  "eek  Period      .do      100I  Year  19  19 

"High  Honor  Students* 

(Students  whoso  average  is  between  90  &  100) 

1. 

4. 

2. 

5. 

G. 

•Honor  Students0 

(Students  whose  average  is  between  80  &  90) 

1. 

5. 

2. 

6. 

3. 

7. 

4. 

8. 

Figure  20 
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Report  to  Parents— Unsatisfactory  work.  Below  is  a 
of  report*  to  parents  (Figures  30-36).  The  honor 
Figure  30  >  is  fine.  Why  should  we  not  mention  good 
work  instead  of  sending  only  the  bad  reports?  Can  we  be  too 
busy  to  build  up  cordial  relations  with  these  people  who 
furnish  us  our  living?  Figure  32  gives  room  for  suggestions 
by  parents.  This  should  be  helpful  to  all  concerned.  Too 
often  we  do  not  know  the  home  problems  of  our  pupils. 


Student's  lienor  Card 
(To  parents  In  recognition  of  honors  attained) 

Date 1 19_ 

3  is  to  certify  that   >haa 

attained  especial  honors  in: 


w!.lch  is  most  commendable »  and  an  honor  worthy  of 
striving  to  hold  throughout  the  year.  It  la  our  pur- 
pose to  encourage  citizenship  in  its  broadest  scope 
•ough  om»  school  activities.  Individual  improve- 
ment of  work  or  self  requires  honest  effort  and  per- 
sistency. The  degree  of  success  attained  depends 
upon  the  determination  of  each  student.  The  knowl- 
edge of  work  well  done  is  the  student's  greatest  re- 
ward and  the  basis  for  a  parent's  just  pride. 

Teacher  """"" 


Figure  30 


•eport  to  Parents  on  Progress  of  Pupil 

Date 193.. 

This  is  to  certif :*  that 

Is  doing  unsatisfactory  work  In. •• 

Absent  from  class tines,  tardy.  • .  .times 

It  will  bo  nocoss  ry  to  devote  nore  attention  to 
the 30  subjects  in  order  to  secure  a  passing  grade. 
We  desire  to  cooperate  -1th  you  in  whatever  may  be 
done  to  encourage  and  stimulate  the  pupil  to  make 
the  niost  of  his  opportunities.  The  teacher  will 
fce  glad  to  confer  with  you  regarding  the  pupil's 
work. 

Superintendent  of  Schools 
lire  31 


BOtiee  to  Parent  or  loardlan  of  :  oUneuant  Pupil 
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Shla  appeero  to  be  due  to  the  following  oaooea: 
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Poraeroy  Public  Schools 
Pomeroy,  Ohio 

Senior  High  School 

3  is  to  notify  you  that 

is  doing  unsatisfactory  work  in 

Remarks: 

Date . . . . . Teacher 


Figure  56 


3rade  Cards.  The  majority  of  schools  send  out  grade 
cards  every  six  weeks.  Twenty-one  follow  this  practice. 
Fife  send  then  quarterly  or  every  nine  weeks.  One  school 
sends  then  out  monthly,  and  one  school  did  not  answer. 
Schools  reported  100  per  cent  that  the  card  is  given  to  the 
student.  One  school  used  to  mail  the  final  report  to  the 
parent  out  the  lad:  of  funds  has  stopped  this  practice. 

The  cards  varied  considerabl;  .    LI  gsve  the  grades  by 
periods  of  course.  Host  of  the  cards  required  parent's 
signature  but  some  did  not.  Again,  the  question  comes  up  of 
the  forged  signature,  tfith  all  the  report  of  unsatisfactory 
work,  is  the  parent's  signature  necessary  or  is  it  a  hold 
over  from  other  days?  JSany  cards  geve  seas  rating  on  eiti- 

Lp.  The  article  in  a  recent  issue  of  the 


School  Board  Journal  where  the  superintendent  states  that  his 
school  has  done  away  with  all  formal  :radss  and  is  substitut- 
ing a  letter  on  the  pupil's  progress  from  tho  teacher  is  one 
to  cause  one  to  pause,   "no  city  of  the  first  class  is  merely 
giving  two  grades,  "satisfactory  and  unsatisfactory".  One 
card*  shown  in  Figure  37,       -redes  alone  on  a  slip  that 
the  pupil  does  not  have  to  return  to  the  school.  Mo  absences 
or  tardiea  are  recorded .  I     l  away  with  the  eonstt 
check  to  get  pupils  to  return  cards  and  the  forging  of 
parent's  signature  on  an  unsatisfactory  card.  It  does  make 
a  little  mors  work  for  the  teacher  in  making  out  new  slips, 
but  it  has  worked  satisfactorily  In  two  schools  in  Kansas, 
and  over  a  period  of  years  in  one  of  these  school ;.  Scholar- 
ship has  been  just  as  gCWl  and  the  parsnts  who  aro  really 
Interested  still  get  the  rsports.  Those  who  do  not  care  did 
not  got  the  old  form  or  did  nothing  if  they  did  receive  it. 
This  card  is  shown  together  with  several  others.  The  various 
citizenship  form3  are  also  shown. 

A  separate  attendance  card  is  given  in  Figure  38.  A 
asparate  card  seems  scarcely  justified. 

Figure  39  shows  the  pupil's  rank  in  the  class.  Figure 
40  gives  a  graphic  illustration  of  the  pupil's  grade. 
Following  it  are  several  evaluations  of  citizenship. 
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This  is  a  report  of  the  progress  your  child 
has  made  in  school  subjects.  The  marks  used  are 
the  letters  A,B,C,D,  and  P»  which  appear  at  the 
top  of  the  columns.  The  number  of  pupils  receiv- 
ing each  mark  shows  opposite  the  name  of  the  subj- 
ect. The  number  in  one  column  has  a  circle  drawn 
around  it*  which  indicates  the  group  for  your 
child.  The  graph  indicates  the  progress  of  your 
child  as  compared  with  the  progress  of  the  other 
members  of  his  classes . 

Subjects 

First  Semester 

1st  Period    2nd  Period 

No.  in 

Class 

Ifamber 
Receivings 

a 

OiH 

J3  0. 

Somber 

Receiving 

r 

| 

C 

1 

:: 

C 

■ 

Agriculture 

Arithmetic 

Civics 

CTassIcs' 

Composition 

Dora.  Science 

T3ra"wTng^ 

^bgrapKy 

History  u.  S. 

History  state 

Laa^,  8e  Gram. 

ijmual  Tr. 

:USlC 

Physiology 

Reading 

Spelling   

??ritlBg 

i 

' 

Figure  39 
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Traits  and  Attitudes  of  tbe  Pupil 

Six  TJeoks  Periods 

1 

2 

3 

4 

5 

6 

Leek  of 
Preparation 

Does  not  follow 
Directions 

wl— ■ 

Dieeourteoue 

Bote— If  none  of  the  above  Item  are  cheeked  the  pupil's 
attitude  is  satisfactory. 

Figure  41 


Qualities  of  a  Good  Citizen 


1. 
2. 
3, 

4. 
5. 

6. 

7. 
8. 

9. 
10. 


Does  not  quarrel  or  lose  control  of 

Does  not  molest  other  people. 

Has  respect  for  property  and  rights  of  others. 

Obeys  those  In  authority  courteously  and  promptly. 

Obeys  rules  and  regulations  of  the  school. 

Pays  attention  whilo  others  are  talking  and  does 

not  interrupt. 

Talks  and  laughs  quietly. 

lias  polite  habits  of  speech. 

Is  serious  in  attitude  towards  work. 

Tries  to  measure  up  to  high  standards  of  workmanship , 


Figure  42 


Student's  Habits  arid 
Activities  Desirable 
for  3ood  Citizenship 


Is  punctual  in  at       .... 

Stakes  up  work  missed •«•< 

Uses  time  to  good  ■    age.. 
Does  consistent  work  every  day}. 

bs  responsibility 

ates  with  students 

Cooperates  with  teachers 

Is  trustworthy  in  performing 

tasks  independently 

Is  courteous. 


FEwC 

Sooootea* 
■2™ 


Figure  43 


jfcyrei 


Second 

lfSjfr«tfe 


The  next  problem  is  that  of  pupil 
the  room  during  the  day.     Sixteen  schools  use 
sort  of  foro  to  give  to  the  pupil  when  he  leaves  the 
room*     Two  do  not  allow  the  pupil  to  leave  the  room  except 
between  class  hours,     figures  45»  46»  47*  48»  49,  50#  51> 
and  52  are  some  typical  slips. 


Librasry  Permit 
Date. i 


.19. 


Has  permission  to  visit  Library  from. .Grade 

Room  for ndnutes. 


Teacher. 


Librarian 


Figure  45 


Left  iiwrifely. 


.•,*..«., 


NMit  nip 


Arrived. 
Left*... 
Signed.. 


ii.'u.i^  40 


.  .vi  J^3  •  s  • 


IMA, 
In..... 

Out.... 


Figure  47 


Fllrtt  to  Enter  Claes 

period  S6, 
B»»  ah*  is 

■Ot  M 

HBHM  • 

in.-- Saptm 

Assembly  Absence  Psamdt 

Date           acher  in  charga 

-j©  leaving    Time  retar  . 
Instruetor  viaTEed 

.*U2»e  49 

Excuse  31ank 

>.ate 

ha3  permission  £o 

juested1  by 

released  by 

0. 

Principal" 

Figure  50 

Absent  From  Hone  Room 

EtJI  name  "first 
Day                 A,H.  P.M. 

Gate 

vsacaer 

Figure  51 

oO 


,tO  WOJ 

In  Boose ■*  (tlrao),. 


II  :\jd. 


Visa 


Excused.. 
Arrived.. 

Finished* 


ffhen  the  question  was  raised  as  to  what  forms  were  used, 
eight  sehoola  answered  with  the  printed  slips  as  illustrat 
Ten  principals  use  no  form,  four  have  written  permission 
froffl  the  teacher,  one  issaaft  s  library  permit  as  illustrated, 
two  had  portsits  written  in  the  office,  and  one  had  the  pupil 
carry  a  wooden  block  bearing  the  teachers  name,  that  is, 
the  teacher  In  whose  reoaa  he  belonged.  A  penait  frea  the 
office  adght  throw  too  :mch  work  upon  the  principal  unless 
he  had  office  help. 

There  is  always  the  problem  of  having  the  pupil  leave 
the  room  daring  class  hour.  Twelve  sebools  permitted  it, 
one  allowed  it  only  when  the  pupil  was  in  study  hall,  and 
one  system  allowed  the  school  pupil  one  such  absence  from 

per  day.  Three  had  the  pupil's  leaving  and  tiiae  gone 


recorded  In  the  office,  one  had  only  long  absence  recorded, 
and  one  had  all  abaencea  of  over  five  minutes  recorded. 
Figure  53  is  a  report  sheet  that  two  Kansas  schools  use  for 
the  teacher  to  hand  to  the  principal  at  the  end  of  the  day. 


iinne 

of 

Report 
Pupil 

of 

Pupil 
Til 

Absence 
is  Left 

from  the 
Date 

Tii 

.  MR 

oe  Returned 

Teacher 

Figure  53 


Telephone  Calls.  Then,  there  is  the  telephone. 
Parents  call  to  have  groceries  brought  home.  Children  are 
eallod  for  every  reason  or  for  no  reason  at  all.  Adminis- 
trators were  asked  if  students  could  answer  the  phone  at  any 
tine*  Six  answered  "yes",  but  one  added  that  there  were  few 
calls.  One  allows  the  student  to  be  called  at  once  if  it  is 
a  long  distance  call,  one,  if  parents  call,  and  one  in  case 
of  sickness  or  other  emergency.  Probably  students  could 
answer  the  phone  In  any  school  under  such  circumstances. 
One  school  had  no  phone,  and  one  allowed  students  to  be  call- 
ed only  from  study  hall.  Fourteen  use  telephone  slips  which 
are  mode  out  and  given  to  the  pupil  so  that  he  may  call  back 
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at  the  end  of  the  class  hour.  Figure  54  is  a  typical  slip 
for  such  purposes. 


telephone  Gall 

call 

At  number 

Call  received  at 

Figure  54 


One  school  uses  a  telephone  sheet  upon  which  all  calls 
made  out  and  the  pupil  Is  notified.  It  is  given  in 
Figure  55. 

trades— Recording,  ^hen  asked  if  teacher*  made  out 
grades  on  permanent  record*  fourteen  principals  answered 
"yes"*  In  five  eases*  the  principal  does  this  work — a  rather 
heavy  burden  for  a  principal.  One  school  has  the  home  room 
teacher  do  this  work,  one  does  It  In  faculty  me 3 ting,  and 
six  use  office  help.  In  two  cases  this  being  student  help. 
Sixteen  schools  have  the  teacher  make  out  grades  on  special 
class  sheets,  one  for  each  class.  One  such  sheet  is  illus- 
trated in  Figure  56.  Only  two  schools  do  not  publish  an 
honor  roll.  One  uses  honor  society  recognition,  one  uses 
school  newsletter,  three  use  the  bulletin  board,  one  the 
school  paper  plus  the  bulletin  board,  five  publish  the  list 


In  the  eeJsool  paper,  eight  employ  the  local  paper*  and  six 
pat  the  lists  on  the  bulletin  board  and  also  use  the  local 


In  twenty-two  cases  the  student's  record  is  kept  up-to- 
date  In  the  office.  Such  records  will  be  given  below.  The 
various  sheets  are  net  given  In  exact  reproduction  since  the 
main  it  eras  are  the  same.  However,  many  good  points  are 
found  that  will  be  considered  separately.  First,  of  course, 
all  records  p;ive  grades,  absences,  and  tardies.  Several 
give  student  activities  with  the  number  of  points  given  In 
each  activity.  Such  a  card  Is  reproduced  under  point 
systems.  A  record  is  kept  of  all  vaccinations  and  inocula- 
tions. One  school  listed  physical  and  mental  development. 
Bo  school  could  use  all,  but  all  could  use  many  such  items 
in  the  final  or  permanent  record  and  have  a  better  check  on 
the  pupils  enrolled. 

School  Finances.  One  of  the  biggest  tasks  in  school 
administration  is  the  handling  of  school  finances.  In 
eighteen  cases,  the  board  of  education  handles  all  financial 
records  except  extracurricular  fonds.  In  eight  cases*  the 
superintendent  keeps  the  records.  One  superintendent  writes 
ell  warrants,  and  in  one  instance  both  superintendent  and 
board  keep  complete  records.  Three  of  the  eight  eases  where 
the  superintendent  keeps  the  records  reported  that 


Telephone  Calls 

1. 

o 

4->   • 

3. 

4. 

It 

6. 

7. 

8, 

27. 

28. 

29. 

i 

30. 

Plgajpe  56 

(original) 

Bo. .......... 

Attica  City  Schools 

Requisition 

This  authorizes * 

to  purchase. . . . . . < 

for  the  Attica  City  Schools*  District  No,  61. 

Superintendent , 

Director  of  School  Dist. 
Botice: — The  J3oard  of  Education  will  not  recog- 
nise any  hill  from  any  person  unless  an  authorized 
Inquisition  signed  by  MM  Superintendent  or  Director 
of  "the  School  District  is  attached  to  said  bill* 

Figure  53 


reports  are  made  to  the  board  of  education.  -11  teacher 
purchases  are  checked  by  the  superintendent  before  the  pur- 
chase is  made  in  every  school  reporting.  Figure  57  is  a 
purchase  order  for  all  purchases.  The  superintendent  keeps 
a  duplicate  of  each  order. 

Figure  58  is  a  requisition  sheet  to  be  made  out  by  ths 
teacher  desiring  to  make  a  purchase  which  is  approved  by  the 
principal.  The  firm  presenting  a  bill  at  the  sad  of  ths 
month  must  also  present  this  order  with  the  bill. 
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Library  Record 

Date 

1m         i-j  n     ItM  ut       Purpose 

1. 

2. 

s. 

4. 

36. 

ST. 

Figure  61 

In  Figure  59  is  shown  a  blank  sent  with  all  remittances . 
It  acconrpanies  tho  cheek  or  order  and  the  duplicate  copy  in 
a  different  color  is  retained  by  the  superintendent, 

ieral  Forms.  There  are  three  general  forms  in  the 
regular  classification,  ihey  are*  a  supervision  sheet* 
Figure  60;  a  driver's  report*  Figure  61.  for  schools  main- 
taining school  bus  service;  and  a  library  sheet*  Figure  62, 
for  the  cheeking  in  and  cheeking  out  of  books. 
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Extracurricular 


Finances .  The  next  task  is  that  of  extracurricular 
finance.  Twenty- five  of  the  twenty-eight  schools  reporting 
have  one  central  fund.  The  advantages  of  centralization  are 
obvious.  The  local  bank  does  not  have  to  handle  more  than 
one  fund.   .is  is  cheaper  for  the  school  as  nearly  all  banks 
now  charge  a  service  fee  for  small  accounts.  Then  there  is 
no  fund  left  by  an  outgoing  class  that  night  be  forgotten. 
One  school  formerly  had  several  such  funds  which  had  been 
lying  idle  for  years*  only  a  few  dollars  in  each  fund.  Any 
monoy  that  is  left  from  a  class  fund  reverts  to  the  general, 
central  fund.  In  twenty- three  cases  the  fand  is  administer- 
ed by  the  principal,  la  three  by  a  faculty  member,  and  one 
by  the  principal's  secretary.  One  principal  handles  the 
fund  in  cooperation  with  the  student  committee  on  finance. 
YJhat  a  fine  chance  for  the  student  to  learn  to  handle  fonds 
in  a  efficient  manner.  Another  fine  recognition  of  the 
needs  of  pupil  training  is  found  in  the  four  schools  that 
have  student  treasurers,  the  five  that  have  both  student  ami 
faculty  officers,  and  the  one  that  is  administered  and 
recorded  by  a  teacher  plus  the  class  treasurers.  One  has 
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a  student  secretary  and  treasurer.   light  schools  have 
faculty  treasurers  and  in  eight  cases  the  principal  is  the 
treasurer.  The  activity  treasurer  usually  makes  out  a  requi- 
sition which  is  signed  by  the  activity  sponsor,  approved  by 
the  principal*  and  then  the  cheek  is  made  out  by  the  treasur- 
er. I..03t  schools  have  a  special  deposit  slip  for  activity 
deposit,  and  one  school  3ent  a  special  form  for  reporting 
receipts  of  all  activities  taking  in  money.  One  principal 
has  the  treasurer  of  the  junior  class  make  out  a  complete 
financial  statement  of  all  expenditures  for  the  junior-senior 
banquet.  The  complete  statement  was  a  revelation  of  what 
students  are  really  capable  of  doing  with  the  proper  guid- 
ance. Figure  63  illustrates  a  deposit  slip  made  in  dupli- 
cate. 


High  Sehool  Treasury 

Dep.              Ho. 

Date         Fund 
For 

Currency 

Sliver 

Checks 

Signed: 

Figure  63 
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64  is  a  requisition  blank  made  out  In  tripll- 
Three  color*   are  used.  The  school  sponsor  and  stu- 
dent treasurer  each  keep  one  and  the  other  is  given  to  the 
merchant  who  oast  present  it  with  his  bill.  Figure  65  is  a 
student  receipt  for  money  received  from  the  general  activity 
fund.  Fi&ire  66  is  a  typical  check  and  stub  from  an  activi- 
ty check  book.  Figure  67  is  a  report  on  activity  receipts 
which  each  student  manager  oast  fill  out  when  gate  receipts 
are  turned  in.  Figure  68  is  a  cost  account  sheet  for  all 
activities  in  the  school  fund.  The  sheet  ia  not  complete* 
but  as  many  column*  may  be  added  as  are  necessary  for  all 
accounts  in  the  fund. 

One  such  sheet*  as  illustrated  in  Figure  68,  is  used 
for  a  year  or  semester*  or  month »  depending  upon  the  amount 
of  entry  work  necessary.  Such  sheets  are  usually  kept  in  a 
binder  and  the  balance  of  each  account  may  be  seen  at  a 
glance.  A  separate  sheet  is  kept  to  give  the  total  balance 
of  the  fund.  The  check  book  is  also  a  cheek  against  the 
total  balance.  Tho  student  treasurer  may  be  given  mimeo- 
graphed sheets  so  that  he  can  keop  all  accounts  on  his  books 
and  the  faculty  sponsor  may  keep  the  permanent  record. 

Assemblies.   hile  the  assembly  program  may  not  be 
strietly  extracurricular  in  character,  it  is  being  consider- 
ed under  that  head.  Programs  are  planned  in  a  variety  of 


Two  schools  have  home  room  teachers  plan  all  sueh 
programs.  F6ur  astiools  us©  a  faculty  committee.  Sight  mora 
are  planned  by  teachers,  Tliree  schools  depend  upon  the 
superintendent  for  all  planning*  nine  schools  let  a  commit- 
tee, composed  of  students,  helped  by  a  sponsor  or  adviser 
do  this  work.  Again,  a  aploadid  chance  for  the  training  of 
citizens  In  a  democracy  is  given  by  these  student  groups 
who  are  given  the  opportunity  fco  plan  entertainment  and 
instruction  for  their  own  group.  How  much  more  pride  and 
interest  would  be  shown  by  the  students  in  the  programs 
under  such  a  set-up.  One  principal  has  the  program  printed 
in  the  local  paper  one  week  in  advance  eo  that  the  patrons 
of  the  school  may  be  advised  of  ahat  the  numbers  will  be. 
It  has  been  said  that  the  assembly  should  be  the  beat  ad- 
vertising medium  that  the  school  has.  Another  statement 
that  the  assembly  program  should  grow  out  of  the  work  of  the 
school  and  return  to  the  school  to  enrich  curriculum  has 
been  made   What  Is  a  better  way  to  have  such  results  than 
to  allow  the  students  to  plan  such  a  pro^ww  and  participate 

in  it? 

One  school  in  which  the  writer  was  privileged  to  teach 
bed  Just  such  a  plan.  The  general  outline  of  the  program 
was  planned  by  the  student  council  with  the  sponsor  as  an 
advisor.  Then  each  currlcular  class  was  responsible  for  so 


The  Ecgllsh  classes  gave  talks*  promoted 
debates,  gave  one-act  plays  and  recited  original  poena  and 
stories.  The  home  Baking  classes  showed  how  to  handle 
various  details  in  the  home*  the  vocational  agriculture 
group  gave  a  daaeaatmtian  of  the  beat  way  to  feed  hogs  for 
market,  and  the  history  classes  gave  historical  plays  and 
stunts.  Every  student  was  ^ix*en  an  opportunity  to  partici- 
pate In  the  programs.  \   scoring  chart  was  kept  for  fresh- 
men, sophomores,  juniors,  and  seniors.  Stery  wcitum*  of  a 
class  received  a  point  for  being  in  a  program.  Be  could  not 
receive  a  point  for  a  second  performance  until  Mm  entire 
class  had  bean  in  a  program,  although  ho  might  have  to 
appear  without  getting  credit*  The  class  with  the  greatest 
number  of  points  was  given  a  party  by  the  rest  of  the  school 
at  the  end  of  the  year.  All  programs  which  featured  outside 
speakers  ware  given  on  other  days.  One  student  read  the 
Scriptures,  one  gave  announcements*  and  one  handled  the 
program  announcements.  So  faculty  members  ware  In  evidence 
at  the  regular  program.  They  aome times  appeared  In  special 
assemblies.  The  plan  was  very  successful.  The  real  secret 
of  the  success  of  such  a  plan  lies  in  the  sponsor  who  must 
be  a  glutton  for  work. 

Clubs.  Only  two  schools  did  not  report  some  kind  of  a 
club  program.  Six  schools  reported  that  assembly 


were  reported  in  advanco  to     .ffice,  and  twenty-six 
aehools  reported  club  proceedings  to  tl»  office*  Theae  re- 
ports are  made  by  sponsors,  club  secretaries,  class  presi- 
dent a,  or  other  officers, 

Home  Booms.  Only  four  aehooXs  reported  that  thay  had 
no  hoot  room.  Eight  more  reported  no  home  room  records. 
One  reported  that  minuto*  were  sent  to  the  office  by  the 
boas  room.  Five  schools  did  not  answer.  Six  home  rooms 
handle  attendance.  One  school  has  home  rooms  handle  class 
records.  "Two  aehools  have  a  form,  one  of  which  is  illustra- 
ted. One  home  room  handles  all  permanent  record  . 

Ten  aehools  do  not  have  a  hone  room  program,  six  have 
regular  home  room  program*.  Sight  have  partial  program*. 

of  theae  reported  that  the  program  was  continued  through 
the  ninth  grade,  nine  progrsms  wore  planned  by  teaohera  or 
principals.  Five  s«hool3  let  the  pragmas  be  planned  by 
students  and  sponsors.  Figure  69  is  the  home  soon  roport 


Section_ 

Date 


Report  of  Home  Room  Wotting 

_Home  Room  Teacher „ 

Somber  Present 


Abiiwfc 


Program: 

Other  Easiness: 

Reports,  resolutions,  or  reeosasi3ndatlons  of  the  group 
gfcdch  usually  follows  the  discussion  of  some  problem*! 


,-nature  of: 
Chairman  ___ 


I'-sc:  .,et'iTr:'_ 


jcacher 


(lfc»lte  on  back  of  sheet  if  necessary) 


Figure  70 


5  for  PartlclpMJtom»  Whon  asked  what  scho- 
of  pupils  for  participation 


lastic 

in  activities,  five  schools  stake  no  requirements  except  for 
athlete*.  Five  require  paaalag  in  all  subjects,  six  in 
three  subjects,  and  one  in  four.  One  principal  reports  an 
eighty  per  cent  average.  Three  require  "C°  averages.  In 
one  school,  officers  must  pass  in  throe  subjects.  One 
stated  that  the  student  must  be  passing  in  three  subjects 
for  the  past  six  weeks.  One  school  reports  that  the  stu- 
dent is  given  a  diploma  or  certificate  for  excellence  in 
'activities.  I  certain  Kansas  school  gives  pins  for  points 


In  activities  and  scholarship.  This  school  does  not  sake 
athletic  awards  to  it3  teams  in  intorscholastic  competition* 

There  were  many  forms  that  were  submitted  for  eaeh 
section,  but  only  oae  home  mom  progpam  report  sheet  was 
received.  It  is  Illustrated  in  Pis-Tire  70, 

Point  System.  Seventeen  schools  do  not  lisdt  the 
number  of  exti»acurricular  activities  in  sihich  a  pupil  may 
engage.  Four  require  passing  grades  in  all  subjects.  Two 
mentioned  scholastic  requiretaoats  without  stat     to  exact 
terms.  One  principal  reported  that  those  activities  are 
limited  which  take  place  Airing  school  hours.  One  school 
allows  only  two  activities  to  each  pupil.  One  school  bases 
the  participation  upon  the  general  ability  of  the  st ident, 
and  one  allows  the  home  rooia  teacher  to  limit  the  amount  of 
partic     on.  ft  scale  of  point  where  the  point  system  is 
need  Is  given  in  figure  71. 

Athletic  Permit.  JSany  schools  have  followed  the  prac- 
tice for  a  lon^  time  of  securing  the  parent's  written  per- 
sdssion  for  the  pupil  to  i:  iiaajwfts  in  intorscholastic  athletlca 
The  permit  also  states  that  the  school  will  not  be  responsi- 
ble In  case  of  injury  to  the  player  (Figure  7f 

Tranoportatlon.  Transportation  Is  a  big  problem  among 
smaller  schools.  Usually  the  cars  are  furnished  by  students 
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Course                                                          Date  of  3irth 

Age  at  Entrance             Bate  of  Leaving                 Reason 

Parent  or  Guardian                                  Occupation 

-ionallt:                                           Rationality  of  Lother 

roin£  ojsiem 

9 

:cL£M  Act                                                         V:cli>bo 

3 

■ 

■ 

■ 

3 

Glee  Clubs'                                                            I 

>pua   (contest)                                               3 
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Parents  Football  Permit 
Sardner  Etgh  School 

has  our  permission  to  partlci« 


"     (moil's  name) 

pate  in  Gardner  High  School  athletics  during  the 

season  of  1934-56.  It  is  understood  that  the  school 

accepts  no  responsibility  beyond  that  it  provides  proper 

supervised  opportunities  to  play. 

(olgned) 

'  (parents  name) 


Figure  72 


who  resent  any  restraint  under  the  eireumetances.  There  are 
pupils  who  wish  to  go  with  their  parents  or  in  unchaperoned 
ears  containing  only  studen  -  Since  it  is  almost  impossi- 
ble to  transport  large  groups  snd  get  enough  ears  in  which 

an  adult  cay  be  placed,  one  often  haa  to  use  other  trans- 
portation. One  principal  uses  the  fom  illustrated  in 
Figure  73  when  the  student  requests  the  privilege  of  going 
in  cars  not  provided  by  the  school.  The  parent  signs  this 


7? 


Transportation  Permit 


Dear  Parent: 


The  high  school  has  always  tried  to  provide  care, 
adequately  chaperoned*  whenever  it  is  necessary  for  a 
large  group  to  attend  some  contest  or  other  function 
outside  of  the  community.  However*  some  pupils  wish  to 
go  with  parents  or  wish  to  go  in  cars  not  provided  by 

school.   has  made  such  a  re- 
quest for 
and  we  are  asking  you  to  sign  this  slip  stating  that 


this  action  meets  with  your  approval, 

has  ay  permission  to  attend 
(student's  name) 

the   on         

(name  of  function  or  contest)       fi  •  KT 
in  a  ear  not  provided  for  by  the  school.  It  is  under- 
stood that  this  relieves  the  school  of  all  responsi- 
bility in  the  natter. 


(parent } 


Figure  73 


slip  and  returns  it  to  the  office  at  least  one  day  before 
the  event  is  scheduled  to  take  place.  This  often  accom- 
plishes the  result  most  desired.  The  pupil  is  refused  such 
permission  when  the  responsibility  is  put  squarely  up  to  the 
parent,  and  the  pupil  goes  in  the  school  cars.  The  lack  of 
a  aehool  bus  presents  many  problems  in  school  discipline 
that  could  otherwise  be  avoided. 


From  the  date  secured  it  la  evident  that  enrollment 
cards  are  used  almost  without  exception  in  all  schools*  and 
that  they  contain  about  the  same  information.  In  most 
schools  the  principal  records  the  absences  in  the  final 
record.  M03t  schools  take  up  the  matter  of  excessive  ab- 
sences with  the  parents  although  few  also  inform  the  parents 
of  outstanding  scholarship.  Only  three  schools  allow  the 
students  to  enter  after  being  absent  without  an  excuse  from 
the  office,  nearly  always  accompanied  with  a  slip  from  the 
parent  stating  the  rem son  for  the  absence.  Work  make-up  ie 
left  to  the  teacher  in  most  cases  although  some  schools  re- 
quire signed  make-up  slips.  Pew  schools  limit  the  total 
number  of  absences. 

Failures  are  usually  checked  frequently  in  all  schools 
reporting  and  then  principals  get  in  touch  with  the  parent. 
Grade  cards  are  usually  sent  out  every  six  weeks*  and  most 
of  these  cards  still  require  parent's  signs tur     ive  days 
absent  or  tardy*  and  state  a  definite  grade.  Only  ten  of 
the  twenty-eight  schools  ;4.ve  a  citizenship  evaluation  to 
the  pupil's  efforts,  and  only  six  gave  the  pupil's  rank  in 
his  class.  Sixteen  schools  use  forms  to  allow  pupils  to  pass 


n 

from  room  to  room*  and  only  six  allow  the  students  to  answer 
the  phone  when  the  pupil  is  in  class. 

lost  principals  do  not  record  grades  in  the  permanent 
record.  Eighteen  out  of  twenty-eight  schools  have  the  board 
of  education  handle  all  school  finances.  Hot  a  single 
school  allow*  its  teachers  to  make  purchases  without  an 
order  from  the  office.  Twenty-three  principals  administer 
their  own  extracurricular  fund.  Only  three  schools  do  not 
have  one  central  fund.  Twelve  schools  have  student  treasur- 
ers who  help  to  handle  the  activity  funds  and  thus  have  a 
part  in  the  work. 

Iline  schools  allow  their  students  to  help  plan  the 
activity  program  for  presentation  in  assembly.  Only  three 
principals  do  all  the  work  without  any  help  from  students  or 
faculty.  All  but  two  schools  have  some  kind  of  a  club  pro- 
gram. Four  schools  have  no  home  room,  and  only  six  have  a 
regular  home  room  program.  Eight  have  partial  programs.  All 
but  five  schools  make  some  scholastic  requirecient  for  partici- 
pation in  extracurricular  activities.  Several  require  grades 
above  passing  and  nearly  all  have  some  limitation  that  pre- 
vents the  student  from  neglecting  school  work  for  activity 


S  surprising  result  of  tills  study  Is  that  there 
Is  sueh  a  closa  uniformity  in  procedure  not  only  between 

aes  but  ameng  seheols  of  all  sisas.  forms  have  probably 
been  standardised  through  university  and  college  courses 
as  veil  as  by  supply  houses  that  furnish  forms. 

Searly  all  boards  still  feel  that  the  superintendent 
eennot  handle  finances  but  oust  concern  himself  with  teach- 
ing affairs  alone. 

Principals  are  learning  to  delegate  responsibility,  but 
too  nsich  tiae  is  still  clven  to  petty  details  that  night  be 
passed  on  to  some  teacher.  However,  the  average  teacher  is 
so  overburdened  by  work  that  the  sdtalniatrator  may  be  loath 
to  pile  work  on  when  class  requirements  are  so  heavy  for  the 


There  is  a  growing  tendency  for  the  principal  to  real- 
ize that  we  are  training  citizens  for  a  democracy,  but  there 
is  still  much  indication  of  the  old  type  of  school  wl^ere  the 
pupil  has  fulfilled  his  task  if  he  obeys  without  question- 
ing. It  is  encouraging  to  note  the  schools  that  are  allow- 
ing the  pupils  to  participate  by  planning  assembly  programs* 
taking  care  of  extracurricular  funds,  and  working  in  clubs 


and  other  similar  organizations. 

The  home  room  program  and  work  is  still  in  its  Infancy 


by  the  large 


regular 


of  schools  not  having  a 


Still  many  of  these 


tial  progww  which  my  develop  into  a  regular  pi- 
principal  is  handicapped  by  young  and  inexperienced 


who  go  to  larger  schools  just  as  they  reach  the  period  of 
greatest  usefulness. 

In  all  cases  the  regular  administrative  duties  of  the 
school  are  carefully  handled.  Supervision  of  class  work  is 
necessarily  meager  where  the  principal  has  to  teach  many 
classes  and  handle  outside  activities  as  well. 


Taken  all  in  all*  the  results 


idering  the  handicaps  that  the  small  school  principal 

tniures. 


